Appendix J

Department of Health & Human Services
N E B R A S K A

State of Nebraska DHHS-
Division of Developmental

Disabilities

GER Instructions:
Department approved format
for written reports of incidents
by Community Based Providers

Effective: January 1, 2014




Appendix J
Nebraska DHHS-DDD GER Instructions

Log in to your Therap account.
After you login you will see the dashboard for your agency.

& Therap NE Demonstration Provider
State of Nebraska, Administrator
A et S Dashboard | Quick Links e

‘ Profile: Imitial |
e
Ca re My Issues
m T-Log New | Search | Archive FirstPage .:.:
Health General Event Report (GER) New | Search Switch Back
Agency Witness Report Search SComm S
New | Search | Report | Inbox
Individual ISP Data Search Report | Archive Seant Theiis
Home Page
Compose
Isp New | Search | Review | Archive -

The General Event Report (GER) menu can be found under the “To Do” or “Individual” tabs.

For a new incident click “New".
For an incident you are working on click *Work list".

To edit a report you saved you will need to open it through “Work list” and scroll all the way to the
bottom and click “edit this GER".

Start a New GER:
1. Tostarta GER click on "New".
2. Click on the program of the person that you are completing the report for.

- Therap NE Demonstration Provider
State of Nebraska, Administrator
-------- Dashboard | Quick Links Logout

Select Program For GER

Filter By: Program Name - [ Apply Filter ][ Show All ]

3 items found, displaying all items.
1

Program - Site Hame * Program a CostCenter -
\ Name Type ~ Humber -

’l*itn_ls.:re'ft GrouP  park Street Group Home

intome Core LD Resiential

In Home Care Park Street g::i-lctlj:r‘rltial

3. Click on the last name of the person that you are completing the report for.
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Appendix J
& Therap NE Demonstration Provider
State of Nebraska, Administrator
-------- Dashboard | Quick Links Logout

Individual List for GER

Individual Name: [ Apply Filter ][ Show All ]

g Mum A B CDEFGHIJKLMNOPQRSTUWVWXYZ

One item found.

\ LastHame a FirstName % IndividuallD %
Smith Jane

4. Do not change anything on the “Profile Information”.
5. Proceed to Event Information (see below).

Event Information
1. Change the event date if the event date is different from the date you are completing the report.
Change the date by clicking on the calendar icon and then clicking on the date the event
happened or typing in the date MM/DD/YYYY.
Type in what happened before the event.
3. Check“Same as program address”.
a. Iftheincident did not occur at the program listed above, provide location information.

‘ Location Address

| Same as program address
/ Street 1: Street 2:

City: County:
Country: - Please Select - -
State: ZIP:
Phone: Faxx:
GER Event Type

After the event information has been entered, the user will be presented with different GER
event types in large buttons. These buttons will bring up the appropriate forms to enter
information within Therap depending on the type of incident.
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——| Ewvent Information |

Jump to 9
Event Date:* 07/15/2013 .
If not at responsible program: - Please Select - - If Other:
Describe what happened before the event:
About 3000 characters left
Location Address
] same as program address
Street 1: Street 2:
City: County:
Country: - Please Select - -
State: ZIP:
Phone: Fax:
Add Event
Please chw Wﬂ an event to rt GER. \\;
njury Medication Error | Emergency Safety Intervention | Restantother | Death | Other |
Injury:

See Appendix C for injury definitions and notification levels.

Med Error:

Fill out the following fields under the “Med Error” form: Type of error, discovery date, person
responsible, and all other required fields. For a medication error resulting in need for emergency
medical attention, fill out med error form.

Emergency Safety Intervention:

If ESlis unplanned and reportable, choose yes for create a “Behavior Event Record”. Check all
applicable boxes pertaining to the behavior that led to the ESI being implemented. On the next page,
select applicable boxes for intervention used. On the “"Behavior and Intervention Details” page, fill out
all boxes. The “Behavior and Event Record” screen should be classified as high with all other boxes
completed.

If ESlis part of Safety Plan, choose no for create a "Behavior Event Record” (can be utilized, but not
required). Complete all required fields and Event Summary field on the "Emergency Safety
Intervention Event” form. For the summary field please include a description of the intervention used,
regardless if it is detailed in the actual Safety Plan.
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Restraint Other:
Restraints of any kind are prohibited by regulations. Should a restraint occur, reporting is mandatory.
All fields of the “restraint other” form are to be completed.

Deaths:
Fill out the following fields under the “Death” form: Time of Death, Cause of Death, Specific Location,
Date of Last medical exam, and Death determined by.

Indicate any agency staff present at time of death, or upon discovery of death, in the comments
section.

Other:
See Appendix B for “"Other" definitions and notification levels.

*Please note that providers are expected to follow all physicians’ orders. In the event that a physician’s
order conflicts with the requlations or expectations within this guide, the provider will be required to provide
these orders upon request by the Department.

DHHS-Division of Developmental Disabilities Reporting Timelines

Notification Level Timelines for Reporting Incidents

e Verbally report to Service Coordinator
immediately upon the Contractor
becoming aware of the incident.

e Submit areport in Therap within 24 hours
of becoming aware of the incident
occurring Monday through Thursday, and
by 5 p.m. Monday for those incidents
occurring Friday, Saturday, or Sunday.

e Approve the report in Therap within 48
hours of submitting the report.

High
*Note: High notification level should be used
ONLY for incidents reportable to the state.

Medium Medium and Low categorizations should not
be used for any reportable incident. Policies
for these are determined by the provider
agency.

Low

Using the Witness Section - Witnesses (other than yourself - the writer of the report is never a witness). The DD
Division requests that if the witness functionality is not utilized in Therap, the names of witnesses be noted in the
GER summary section. It shall be at the discretion of provider agencies using Therap to request their employees to
fill out the witness section of the GER, so that a report will be sent to each witness listed. If numbers appear on
your Witness Report (GER) Dashboard, you have been listed as a withess and need to complete the witness report
before the GER can be approved.
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